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Distributing the Annual Security Report 

Who gets the annual security report? You must 
distribute the report to all currently enrolled students 
(including those attending less than full time and those not 
enrolled in Title IV programs or courses) and all employees by 
Oct. 1 each year. You also must provide the report to any 
prospective student or prospective employee upon request. A 
prospective student is defined as an individual who has 
contacted an eligible institution requesting information about 
admission to that institution. A prospective employee is 
defined as an individual who has contacted an eligible 
institution requesting information concerning employment with 
that institution.  

If you have students who are enrolled in your institution 
but are currently only taking courses at another school, you are 
still required to provide them with your annual security report.  

How should the report be distributed? You must 
distribute the report to all enrolled students and current 
employees in one of two ways:  

1. Directly by publications and mailings. You may 
accomplish this by giving a copy of your annual 
security report directly to each individual or by 
direct mailing the report to each individual 
through:  

• The United States Postal Service; 

• Campus mail; 

• E-mail; or 

• A combination of these methods. 

2. Posting the annual security report on an Internet 
or intranet website that is reasonably accessible to 
enrolled students and to current employees. You 
may use this method only if you distribute an 
individual notice about the annual security report to 
each student and employee by Oct. 1. Do not bury the 
notice in another document where a student or 
employee may be unlikely to read it. The notice 
should include:  

• A statement of the report’s availability. 

moyes_k
Highlight




